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1. Login	Page:		
• Go	to	customer	portal	website,	there	should	be	a	link	on	your	city’s	webpage.		
• Sign	in	with	your	email	address	and	password.		
• If	you	are	a	new	user,	select	Need	to	setup	an	account?		

	
Figure	1-	Customer	Portal	Login	Page	

• If	you	select	new	setup,	enter	in	your	email	address,	you	will	then	see	the	following	
window.		
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Figure	2-Sign	up	window	

• Open	your	email	and	open	the	link	in	the	email.	
• You	will	be	prompted	to	enter	in	your	information	to	complete	your	setup.				

NOTE:	Different	Utilities	will	have	different	questions	and	Password	requirements.	
• Please	note	the	password	rules	and	questions	for	your	account	setup.	
• Select	Submit	when	ready.		

	
Figure	3-	New	User	Setup	window	

• You	should	now	be	able	to	login	to	the	customer	portal.	
	



Customer	Portal	User	Guide	 	 	

	 5	

	

2. Dashboard:	
• The	Dashboard	is	an	overview	of	your	account	details.	It	displays	the	current	and	

previous	months’	usage,	current	alerts,	and	notifications.		
• There	are	also	quick	links	to	City	Support,	Pay	Bill	services,	and	language	preferences.		
• To	sign	out	of	your	account,	select	Sign	out.		

	

	
Figure	4-	Customer	Portal	–	Dashboard	
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3. Usage	Details:		
• In	the	Usage	Details	tab,	you	can	view	temperatures,	rainfall,	and	gallon	usage	by	a	

selected	date	ranges.		
• Options	include	24	hrs,	7	days,	30	days,	12	months,	and	a	manually	selected	date	range.		

	

	
Figure	5-Customer	Portal	-	Usage	Details	

4. Meters:	
• In	the	Meters	tab,	the	meter’s	details	are	displayed.	
• Here	you	can	manage	meter	settings	and	monitor	meter	activity.		
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Figure	6-	Customer	Portal	-	Meters	

5. Settings:		
• In	the	Settings	tab,	select	Usage	Alerts,	alerts	can	be	edited	here.		
• To	turn	on	the	alert	event	function,	the	enabled	box	must	be	checked.		

	
Figure	7-Customer	Portal-	Settings	-	Usage	Alerts	
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• Select	Alert	Recipients,	here	you	can	edit	which	alerts	you	would	like	to	receive	and	add	
new	recipients	to	receive	these	alerts.		

	
Figure	8-Customer	Portal-	Settings	-	Alert	Recipients	

• Select	User	Settings,	here	you	can	edit	your	email,	phone#,	password,	and	even	add	
other	accounts.	This	is	for	monitoring	purposes	only.	To	update	your	email	and	phone#	
for	billing	purposes	make	sure	to	contact	the	city.	
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Figure	9-Customer	Portal-	Settings	-	User	Settings	

	
• Manage	account	page	allows	accounts	to	be	added	or	removed.	This	is	only	for	

monitoring	purposes.			

	
Figure	10-Manage	Accounts	Page	

	

	
	


